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DCIPS Employee Checklist
Employees should begin utilizing this checklist.  Please ensure the activities listed in the checklist are completed within the identified time period.
	Items to be Completed by  

24 July 2009
	Source

	 FORMCHECKBOX 

	Open your MyBiz and MyWorkplace accounts 
	http://cpol.army.mil

	 FORMCHECKBOX 

	Login to the PAA Tool and ensure the accuracy of your rating hierarchy
	1. Go to www.cpol.army.mil
2. Login to DCPDS/MyBiz (located in red in lower right) CAC Login Army Region MyBiz PAA

	 FORMCHECKBOX 

	Register for a local DCIPS Conversion training course (if have not already done so)
	For information on the dates and times of the courses and to enroll in training, please go to the CHRTAS webpage:     https://www.atrrs.army.mil/channels/chrtas/student/logon.aspx?caller=1

	 FORMCHECKBOX 

	Subscribe to the Army DCIPS website to stay abreast of site updates


	NIPRnet: http://www.dami.army.pentagon.mil/site/dcips/
SIPRnet: http://www.dami.army.smil.mil/site/dcips
JWICS: http://www.dami.ic.gov/site/dcips

	 FORMCHECKBOX 

	Become familiar with the process for writing SMART performance objectives before holding performance discussions with supervisor
	· Review the DCIPS Performance Management Handbook

· For additional assistance, refer to the documents in the 
· Performance Management Toolkit 
· Performance Management Part II Toolkit 



	
	
	All of these documents are located on the Army DCIPS website:

NIPRnet: http://www.dami.army.pentagon.mil/site/dcips/
SIPRnet: http://www.dami.army.smil.mil/site/dcips
JWICS: http://www.dami.ic.gov/site/dcips


	 FORMCHECKBOX 

	Set up a time to meet with your supervisor to discuss your performance objectives and IDP
	


	Items to be Completed by                   7 August 2009
	

Source

	 FORMCHECKBOX 

	Review new Notification of Personnel Action (SF 50) under your new pay plan pay band.  The SF-50 will contain your new pay plan, pay band, and other information pertaining to the conversion to DCIPS.


	http://cpol.army.mil
Note: The SF 50 will not be posted to your My Biz for at least 48 hours after conversion.  Next week, DCPDS is going down for upgrades so you won’t be able to view the SF-50 until the end of next week, at the earliest. 
For personnel data concerns in MyBiz, contact your Servicing Human Resources Office.

Enter a Helpdesk Ticket to request a correction to your personnel record and/or provide feedback




	Items to be Completed by 

19 August 2009
	Source

	 FORMCHECKBOX 

	Work with your supervisor to develop 3-6 SMART performance objectives
· Ensure that your objectives align with the goals of the Army Intelligence community, your Command and/or your work unit

· Ensure your objectives adhere to the SMART framework
	Review the DCIPS Performance Management Handbook.  For additional assistance, refer to the documents in the Performance Management Toolkit and the Performance Management Part II Toolkit located on the Army DCIPS website:



	 FORMCHECKBOX 

	· Ensure that your objectives are appropriate for your position work category and work level 
	NIPRnet: http://www.dami.army.pentagon.mil/site/dcips/
SIPRnet: http://www.dami.army.smil.mil/site/dcips
JWICS: http://www.dami.ic.gov/site/dcips

	 FORMCHECKBOX 

	Work with your supervisor to develop an Individual Development Plan (IDP)

· Discuss your career goals

· Identify gaps in knowledge, skill, and/or ability
	Information on the new version of the IDP will be provided to employees and supervisors soon.  

Until that information is available, employees and supervisors should utilize their current organizational methods for capturing development goals (i.e., competencies required by the ACTEDS plan; local training plan, etc).  Goals can also be documented in Microsoft Word.

	 FORMCHECKBOX 

	Ensure your supervisor shows you the  approved version of your performance objectives
	

	 FORMCHECKBOX 

	Acknowledge your approved performance objectives in the PAA Tool
	1. Go to www.cpol.army.mil
2. Login to DCPDS/MyBiz (located in red in lower right) CAC Login Army Region MyBiz PAA


	Items to Keep in Mind Throughout the Performance Cycle
	

Source

	 FORMCHECKBOX 

	If your assignment changes, work with your supervisor to update your performance objectives 
	

	 FORMCHECKBOX 

	Document your accomplishments throughout the performance cycle.  This will help you write your midpoint and year end self-report of accomplishments.
	You can document your achievements using one of the following sources:

· PAA Tool
· Employee Performance Journal found on the Army DCIPS website



	Post Conversion Assistance
	

Source

	 FORMCHECKBOX 

	For DCIPS Policy/Program information visit the Army DCIPS FAQs or contact the IPMO.
	NIPRnet: http://www.dami.army.pentagon.mil/site/dcips/
SIPRnet: http://www.dami.army.smil.mil/site/dcips
JWICS: http://www.dami.ic.gov/site/dcips

	 FORMCHECKBOX 

	For personnel data concerns in MyBiz.
	Contact your Servicing Human Resources Office
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